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Code of Conduct For Teaching and Non Teaching Staff

Terms and Conditions of Employment in Fatima College,

Madurai.

Persons who take employment in the Educational Institutions under the
Religious congregation of St. Joseph’s Society of Madurai shall be
governed by the following

Terms and Conditions:
I. MEANINGS
The ‘terms’ given below shall carry their meanings as follows:

i, ‘Authorities of the Institution’ mean the authorities in charge of the
administration of the institution concerned.

ii. ‘Authorities of the Province’ mean the authorities specified under the
Society Bye- Laws for the discharge of the various functions.

iii. ‘Province’ means Indian Province,

iv. ‘Society’ means the Religious Congregation.

v. ‘Grave Charges’ means charges or allegations of any kind involving
misconduct, indiscipline, irregularity and dereliction of duty which are
liable for disciplinary action entailing major punishments.

vi. ‘Institution’ means educational institution administered by the
religious congregation.

vii. ‘Major punishments’ mean punishments like Dismissal, Removal,
Reduction in Rank.

viii. ‘Major punishments’ mean censure, stoppage of increments with or
without cumulative effect, recovery from pay and suspension from

employment not exceeding two months.

ix. ‘Salary’ means the Pay and Allowances payable to the employee.
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APPOINTMENT
In all the permanent vacancies in Government Aided posts as well as

in Self-financing Courses the appointments shall be made only after
ratification by the Presidents of St. Joseph’s Society, Madurai.

Appointments may be ecither permanent or temporary or for specified
periods or tenures as may be stipulated in the order of appointment.

Appointments shall take effect from the date on which the employee
joins duty.

In cases of appointment in Government Aided posts, the appointments
shall be subject to the approval of the governmental autherities.
PROBATION

Employees shall remain on probation until they are confirmed by
express orders issued by the competent authority of the Institution.

Probation shall be normally for a period not less than two years and
up to three years from the date of joining duty.

During the period of probation and until the conformation order is
issued, the nature of 'employment shall be only temporary.

Employees can be discharged from employment at any time during
such period until confirmation without assigning any reasons.
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CONFIRMATION

Employees are eligible for confirmation only on successful completion
of probation for a continuous period of not less than two years within
a span of three years.

Confirmation shall be by express orders issued by the competent
authority of the Institution.

REMUNERATION

Employees are eligible for the pay and allowances as may be specified

in the order of employment.

Allowances, increments and awards may be sanctioned according to

their eligibility from time to time.
DISCIPLINE

Employees shall conduct themselves honestly, efficiently and diligently
under the orders of the authorities of the institution and Province,

(Presidents of the Sisters of St. Joseph Society of Madurai)

Employees shall report for duty in time on every working day and sign

in the Attendance Register as may be prescribed

Employees shall not on any pretext absent themselves from duties

without the previous permission of the authorities of the institution.

In case of sudden sickness or any emergency or absence on medical

grounds, information for leave must reach the Principal /
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Secretary without any delay. A proper medical Certificate with leave
application to the satisfaction of the College authorities shall be

produced within a week.

Employees shall during their tenure of employment, devote their
attention to the duties of their employment and shall not on their own
account or otherwise either directly or indirectly carry on or to be
concerned in any trade, business or canvassing work, private tuition
or the like, or a remunerative nature without the specific sanction of

the authorities of the institution in writing in that behalf.

Employees shall make themselves available and take full participation

in all programmes conducted by or connected with the institution.

Employees involved in teaching shall update their knowledge and
skills by utilizing the facilities in the campus and off the campus, and
shall give active guidance to students in research, consultancy and

extension activities.

Employees shall not have any affiliation, membership or involvement

with any political parties or in any clubs or organizations or groups

excepting academic bodies.
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DISCIPLINARY ACTION

Employees are liable for disciplinary action for any kind of

misconduct, indiscipline, irregularity and dereliction of duty.

Employees are liable for punishment, either major or minor, according

to the gravity of the charges for which they are punished.

Employees can be placed under suspension in contemplation or
during pendency of disciplinary proceedings on grave charges

attracting major punishments.

Minor punishments

Minor punishment can be imposed after intimating to the employee
concerned the charges/ allegations in writing and providing her with
an opportunity of giving a written explanation thereon within a

reasonable time as may be specified in the intimation.

Major punishments

Major punishments can be imposed after intimating the charges /
allegations in writing to the employee concerned and providing him
with an opportunity of giving a written explanation thereon and, at the

wish of the employee, conducting a personal hearing or an enquiry

thereon.
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b  Enquiry to be initiated by the authority concerned in case of failure to

submit the written explanation within the stipulated time.

g  The employee shall be either supplied with copies of the relevant documents
or permitted to peruse and take hand extracts of the same so as to enable

the employee to submit explanation and defend in the enquiry.

d  The employee shall be provided with the opportunity to examine or cross —
examine any of the witness and also produce witness.

¢  After the conduct of personal hearing or enquiry, the report of such personal
hearing or enquiry shall be furnished to the employee together with a notice
providing him within a reasonable time as may be specified as to why

appropriate punishment should not be imposed.

§  After considering the explanation if submitted, or after the expiration of the
time specified for the submission thereof, final orders shall be passed either
dropping action with or without condition or imposing appropriate

punishments.

VIII. TERMINATION FROM SERVICE

i. In case of tenure appointments or temporary appointments for specified
periods, the employment shall automatically stand terminated on the

expiration of the tenure or the period specified.

ii. In all cases of permanent employment, the services can be terminated on

either side (employer as well as employee) either by giving three months
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notice to the other or by paying three months salary in lieu thereof.

In all cases of temporary employments, the services can be terminated on
either side (employer as well as employee) either by giving one month notice

to the other or by paying one month salary in lieu thereof.

APPEALS

Employees are entitled to prefer an appeal against any order of punishment
or termination in writing to the President of the Society within thirty days

from the date of receipt of the order appealed against.

The President of the 8t. Joseph’s Society may, after affording such
opportunity of hearing to the employee concerned, if in her opinion such
hearing is necessary or by obtaining a report from a committee as may be
appointed by her at her discretion , pass orders either confirming or

modifying or setting aside the order appealed against.

I have perused the Terms and Conditions of Employment.
I Accept and undertake to abide by the same.

i % an s }ﬁ“'
Secretary

SECRETARY
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Inistriections to Invigilators CoNeS” &
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Please note the dates on which you have been assigned invigilah?ﬁ duty and be in

1 on or before 8.20 am /12.20 pm without fail.

If for any unavoidable reason you are unable to report for invigilation duty, you
should inform the Superintendent the previous day, so that alternate arrangement can
be made.

You must be in the examination hall allotted to you by 8.45 am /12.45 pm.

Adlow the students to enter the hall only after checking the identity card.

Direct the students who do not have the ID card to contact the Chief Superintendent to
get the permission slip. The permission slip is valid for one cday of the examination

only. MHence checlc the date for which the Chief Superintendent has granted

permission.
Do not allow the students to carry purse/ bag inside the hall.
Do not issue Answer Sheets/Boollets to students at the entrance as they enter the hall.

Answer sheet should be given only when the students are seated. Distribute the

question paper only after the prayer is over.

30 minutes after the commencement of the examination, no student should be allowed

infto the hall. Please be strict about this rule.

Instruct the students to check the question paper and verify if all the questions are
printecd.

Comntact the Chief Superintendent through your cell phone if the students need any

clarification. The invigilator should not leave the hall on any account.

Checlc that the student is in her allotted place by verifying the number written on her
deslc and the number on her 11D card correspond. Verify if she has written her register
number, subject code and title correctly in the front prage of the main sheet, before
signing in the answer script.

Provide additional sheets one at a time, so that no student will have unused additional
sheet at the end of the examination.

Malpractice

The incriminating material and the answer sheet should be collected and retained by
the invigilator. The Chief Superintendent should be informed immediately through
the cell phone. The invigilator should give a wrilten report of the incident to the Chief
Superintendent, in the format provided along with the incriminating material.

No student should be allowed to leave the hall before the final bell. The students
should be asked to stand wup and hand over the answer sheets which should be
collected according to the order of register numbers. All students should remain in the
hall till all the answer sheets are collected.

Before leaving the hall check that no answer sheet or question paper is left behind in
the hall.

Ileep your cell phone in the ‘switched — off” mode duaring invigilation; Use it only to

contact the Chief Superintendent, whose cell number will be given to you.
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